Position Description

	PRIVATE
PD01340 
	
	
	
	Replaces PD#: NEW


	Shred: Varies
	
	ALCOHOL AND DRUG ABUSE PROGRAM SPECIALIST (EDUC COORD)
	
	

	
	
	GS-0101-11
	
	


	PRIVATE
Installation:
	Varies
	
	Major Command: Varies
	

	
	
	
	Region: Varies
	

	
	
	
	
	

	
	
	
	
	



Citation 1: OPM SERIES DEF., GS-101, AUG 71
Citation 2: OPM Guide for the Evaluation of Prog. Specialist Psns, Oct 67
Citation 3: OPM PCS Social Work Series, GS-185, Jun 64

PD Library PD: No
COREDOC PD: No

Classified By: 
Classification Date: 


	PRIVATE
FLSA: Exempt
	Drug Test Required: 
	CIPMS PD: No

	Career Program: 
	Financial Disclosure Required: No
	Acquisition Position: No

	Functional Code: 
	Requires Access to Firearms: Varies
	Interdisciplinary: No

	Competitive Area: Varies
	Position Sensitivity: Varies
	Target Grade/FPL: 11

	Competitive Level: Varies
	Emergency Essential: Varies
	Career Ladder PD: No



SUPERVISORY CONTROLS

Works under the general supervision of the Alcohol and Drug Control Officer who outlines broad program goals and objectives of the installation's Alcohol and Drug Abuse Prevention and Control Program (ADAPCP) prevention and education program. Incumbent carries out assigned responsibilities independently within guidelines provided by DA, command, and local policies, precedents and procedures. Supervisor is available for, assistance on unusually difficult, controversial, or policy-related matters. Work accomplishments are reviewed for conformity to program guidelines and overall impact on the success of the ADAPCP.

MAJOR DUTIES

1. Develops and administers an installation-wide ADAPCP prevention and education program for military and civilian employees, their family members, military and civilian retirees, and personnel of other tenant or support elements of the installation, Identifies target groups and develops local program plans, methods, and procedures to meet the needs of all levels on the installation and that comply with DOD, DA, and command policy, goals, and objectives. Develops an installation-wide ADAPCP Plan of Instruction to include developing lesson plans, training aids, etc., for each target group identified. Designs special courses in response to identified ADAPCP trends and needs of the installation. Identifies program areas in need of revision to improve program understanding and provide program emphasis where needed. Serves as advisor to unit commanders on matters pertaining to drug and alcohol prevention/education. Develops, supervises, and conducts leadership training programs in alcohol and drug abuse for troop commanders, platoon leaders, and senior NCO's. Determines number, kind, and frequency of training classes to be scheduled. Prepares and coordinates local policy letters, etc., for the installation commander's approval and implementation. reviews DA policies to ensure regulatory compliance of installation-wide prevention initiatives. Prepares correspondence and reports to be submitted to higher headquarters. 35%

2. Provides input to the overall ADAPCP budget and manpower requirements. Assesses local needs for educational literature and audio visual materials to be purchased. Reviews materials available and makes recommendations for additional materials. Maintains a reference library within the ADAPCP in support of the prevention and rehabilitation efforts. 5%

3. Plans curriculum and directs the ADAPCP Alcohol and Drug Abuse Prevention Training (ADAPT) Program. Develops and coordinates a continuing training program for unit alcohol and drug coordinators, providing on-going technical guidance on ADAPCP areas of instruction. Monitors and inspects soldier education to ensure technical competency in the subject matter areas of alcohol and drug abuse. Utilizes civilian and military education resources in developing training curriculum. Assists in ADAPCP in-service training of ADAPCP staff. Coordinates with and assists civilian program coordinator in the development and update of training curricula for civilian supervisors and employees. Maintains liaison with civilian and military law enforcement agencies, the magistrate courts, and other courts to provide classes for DWI/DUI offenders. 25%

4. Develops and conducts public/community awareness programs. Assists in the development of local on-going substance abuse prevention programs involving youth, parents, and other concerned adults from the surrounding civilian communities. Represents the installation at designated military and civilian community functions. Keeps abreast of local and national alcohol and drug abuse trends. Coordinates items for release to the news media/public affairs; bulletins; fliers; newsletters, etc., including audio and visual presentations. 25%

 Performs other duties as assigned

Evaluation Statement

1. References;

a. OPM Series Def., GS-101, AUG 71

b. OPM PCS Social Work Series, GS-185, Jun 64

2. TITLE AND SERIES DETERMINATION: The incumbent is responsible for providing prevention and 

education training in alcohol and drug abuse for the military and civilian community of the installation and for carrying out the ADAPCP responsibilities for the civilian employees and family members of the installation.  The work involves responsibility for planning, coordinating, implementing and conducting the substance abuse prevention training program.  Position is required to have knowledge of education and training techniques to educate and train the targeted military and civilian audience on substance abuse prevention, treatment and rehabilitation services and facilities available. Assigned functions include conducting ASAP training for supervisors, primarily designed to acquaint them with ways to identify and deal with civilian employees or individuals with alcohol and other drugs, mental health or family members related problems. The level of responsibilities meets the GS-11 level where the program specialist is required to provide or conduct training. Position is allocated to the GS-101 series with a title of Alcohol and Drug Abuse Program Specialist.

3.   GRADE DETERMINATION: Reference (a) is considered most appropriate for use in view of the similar 

functions and subject matter of the two series. Reference (b) does not include grade evaluation criteria. The GS-09 level is the first full performance level described in the standard. This position exceeds the GS-09 level in this factor where the supervisor identifies the work plans, schedules and methods of approach; work is reviewed in progress and for technical and factual accuracy. Incumbent carries out duties independently within guidelines provided by the supervisor and local policies. Supervisor is consulted on controversial matters.  Work is reviewed for conformity to program guidelines and overall impact on the success of the ADAPCP.  Work is further reviewed for adequacy of coverage, factual development and accuracy of presentation.   The duties do not meet the GS-12 level where the program specialist not only proceeds with considerable independence in carrying out program assignments, but influences resolving problems of noncompliance and negotiates remedial agreements.  Recommendations by GS-12 program specialists are rarely changed by higher authority. This is not indicative of this position, therefore, the appropriate grade assigned is GS-11. 

CONCLUSION: The nature of assignments and level of responsibility are evaluated at the GS-11 level. The final title, series and grade are Alcohol and Drug Abuse Program Specialist, GS-101-11.

